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APRLICATION FOR RECORDS RETENTION SCHEDULE [ OFFICE OF THE SECRETARY OF STATE

) 7 e - RECORDS MANAGEMENT DIVISION

? INSTRUCTIONS: See Publipation No. 78—-RM-=1 for instructions on completing this form. Forward signed original to
Department of Archwes and History, Records Management Division, 330 Capitol Avenue, Atfanta Georgia, 30334,
Attentlon Scheduhng Section. -

FOR AGENCY USE |1, Agency Address . ._*__fgg RECORDS MANAGEMENT USE |
[Application Date GA, Dept. of Natural ResOurces Appicaticn Number
4/21/81 | Environmental Protection Division 8‘ - A G
- ———4 Air Quality Evaluation Section o o e s e e
Application Numbar A . Dete Received Date Complated
4279 Memorial Dr., Suite D _ - MAY 12 1981
o) Decatur, Georgia 30032 .0 . |APR 301981 |77 7 "7 |
2. Person ta Contact Working Tnth Tolephom Number
Elon Dodgen Pr1nc1pa1 Secretary 404/656-4997
3. Acﬂon Requerted T

b ¢ Estaousn Retention Schedule; record will continus to accumulate.
b. ) Dispose of presant accumuﬁnon no further accumulation anticipated.

¢, O _Amend Application No. e e« SDACK Ong: [ Change; 3 Supercede; O de o o B
4. Dates of Series 5. Records Serias Title (followed by title used in office; if different)
Earliest Latest

1975 | Preseny Quality Assurance Instrument Log Books (AQES - Ambient)

e T A

. o ¢

6. Dwmon and Offm Function What is the function of the Division and the Offu:e in wﬁlch this record sems :s created?

The Air Quality Evaluation Section is responsible for preservation,
protectlon, and improvement of air quality and to conduct a statewide

monitoring program so as to safeguard pub11c health, safety and
welfare.
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7. Record Sario; Demipﬁ%n This file containg the fcﬂowmg documants (mcfudc form numbers snd r:tfes Y any)
Attach samples of the file, -

Documents relating to: Quality Assurance Instrumerit Logs

includedare: Daily Log Instrument Form. Bocoks

;

i

File is arranged: By year, by site, by instrumer e \ \% - i \
| \ ALY N
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: 8. Monthly Reference Rate Fow often are records refarred 10 which Bre: - /T IS e s e e e
One to six months old - Seven to twalve monthsold ... ..; Thirtean to twenty-four months old ——)
twenty -five months and older __ _ ______?
9 Annual Rata of Accy at:on of Remrds T T T T e e e ' ) e
i Letter-size drawers ——wai Legalcizedrawars . .;Shelves __ ________;Other fapscify) -
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YEu's LNQ f 10, Questionnaire _ {Place an “X''in_ the Qr"per clumn) R e S SR
X a. Is this the official copy of the series? _ S I " “*‘
| | Unot.whereisit? . _ S
X b. Does the series contain confidential information requmng security handlmg? If yes, cite law or regufatlon oL
X c. lsthisa vital récord?*ﬁj_:t:__ ; ::rt :; _,A,-_*;i;j!::‘;;ﬂ:j,_m .‘.,..* : :_
X d. Does this saries have historical or long term research value? S S .
X e. When one or two documents in the file make it necessary to keep the entire fule {or a long period, could these
. gdocuments be scheduled separatety? ... . .t o . et e e e e e
X foLJ;me_mmmmmmm:nﬁmmaumver ooblished?_ Lt vesattach ooy, e
< k’ - g. Is the information contained in this sams ever analyzed and/or recorded in a summarized report? '
. Af.ves attachcopy, o it e e e e -
X h. Is there a duplication of this saries in vour offml orin anothel’ of‘hce or agency?
—tx + S Mvesowhere? L
‘ X .ia_ls this seties for a maioe portion of itl teguiarly mictofilmed?. e e e
L = 1 __j.. Does the record series result in a comouter printout? ____ _ et e e
11, Retention Requirements The toliowing requires the series to be kept: ,
a. State Law o years. d. Audit period S— i - Yesrs.
b. Statute of limitation PR, Ty ' e. Administrative need ..,5.: - ,"_-vears
¢. Federal law 3 .~ years, : f. Federal retention instructions e b VB3PS,
. i
Attach copy or excerpt of laws or regulations. Explain administrative need. '
| Pederal regulations requires retention for 3 years, The five years
admlnlstratlve need is based on reference requirements.
[ S RS - o e i R Bt i Dt e e e D b A A P oo i - e o o s L M;-.,.. . o ls;,‘L___,,,_._i s e
12 Aooroved Dupos:taon Instructions This agency recommands that the flIe series be cut off at the end of sach: b

mXCalendar Year; O Fiscal vear; O Other

T U U <, ()

}
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@)(Ho!d in the current filesarea ____ . __monthls) __ 2. . vear(s); then
O Transter to local holding area, hold . _ _____yearl(s): then
xm Transfer to State Records Center: hold e Year{s); then
- XR Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify) x

8 e e wre. ™

Theg'l instructions apply to all prior and future accumulations of the series.
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__A_.g@gy {Signaturs) N [‘;:aj{_l_ﬂ;w['heeards Msnagsment Officer fSignaere) |
R (bl |22/ | St Do |y
- . Suti Reeords Committes !S‘:gnamre}
ﬁemmmndations in para- Tm—— “"""’m? s~ AL B
graph 12 are approved. State Auditor/Designes
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(If disspproved, attach letter ? :
of explanation.) - &uet%ammﬂign« ]
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